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Preface
P.1. Purpose
NASA strives to foster a culture that is responsive to the needs of its workforce and an environment which is free of
unlawful discrimination and encourages the highest employee productivity toward the accomplishment of the
Agency's mission. This NPR establishes the responsibilities, procedures, and guidelines for determining hours of
duty, the administration of absence and leave, and a voluntary leave transfer program in accordance with applicable
laws and regulations. It provides Agency direction, which should be used in conjunction with the referenced statutory
and regulatory requirements. Center Human Resources Offices should be consulted for further information and
guidance. 

P.2. Applicability
This NPR is applicable to NASA Headquarters, NASA Centers (including Component Facilities) and the NASA
Shared Services Center. Unless otherwise indicated, use of the word Center(s) in the text of this NPR includes
NASA Headquarters and the NASA Shared Services Center. Any reference to Center Director(s) includes the
Assistant Administrator for Infrastructure and Administration and the Executive Director, NASA Shared Services
Center. Hours of duty provisions of this NPR do not apply to members of the Senior Executive Service. 

P.3. Authority
a. 5 U.S.C. §6101 et. Seq., Hours of Work. 

b. 5 U.S.C. §6301 et. Seq., Leave. 

c. 5 U.S.C. §6322, Leave for jury or witness service; official duty status for certain witness service. 

d. 5 U.S.C., §6323, Military Leave; Reserves and National Guardsmen. 

e. 5 U.S.C., §9812, NASA Flexibility Act of 2004. 

f. 5 CFR Part 610, Hours of Duty. 

g. 5 CFR Part 630, Absence and Leave. 

h. Federal Workforce Flexibility Act of 2004 (P.L. 108-411, October 30, 2004). 

P.4. References
a. NPD 3000.1, Management of Human Resources. 

b. NPD 1440.6, NASA Records Management. 

c. NPR 1441.1, NASA Records Retention Schedule. 

P.5. Cancellation
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NPR 3600.1, Attendance and Leave. 

/s/
Thomas S. Luedtke
Acting Associate Administrator for 
Institutions and Management 
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